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Overview

Agency payroll staff wants a leave summary report for the year that employees can sign.

Business Process Procedure Overview

This lists each type of leave for an employee with a summary of what was earned and used for
pay periods 01 through 26 of the year being reported.

This report may be run once the processing for leave yearend is completed. The information on
the report will remain the same until processing occurs for the next leave yearend.

Procedural Steps

1. Access transaction by:

Via Menu

Time Entry Operator > Leave Yearend > CYE leave sign off

Via Transaction Code

Z CYE_LEAVE_SIGNOFF

Via Favorites Menu

CYE leave sign off

Double click on “CYE leave sign off” and the following screen will appear:
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Calendar Year End Leave Summary by Employee
@ =
Selections fram
Payroll perind
Payroll area

& Current period
) Other period

Fersonnel numkber

Qrganization key

Input — Available Fields Field Value

Payroll area uB

Payroll period Not Applicable

Personnel number Employee Identification Number of the employee or employee’s
Organization key Agency, Low Org, and Distribution Code
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12

13

14

15

Payroll area. The screen defaults to the correct area, UB.

Pay period. The screen has the selection of current period or other period however, the
report lists the same information throughout the entire leave year. The report will remain
the same until processing is completed for the next leave yearend.

The “Personnel number” field may be used to select specific employees by
entering the employee identification numbers. Enter more than one EIN by clicking
on the arrow box next to the “Personnel number” field. A box appears that allows entry of
multiple EIN’s. The “Personnel number” field should be left blank if using the agency
“Organization key”.

The “Organization key” field allows entry of the Agency code followed by a blank
space, the Organization code and the Distribution code to specify a selection of
an employee group. Use the wild card symbol, *, in the selection criteria to get all
employees within the same org. For example, to print the report for all employees in
agency 100 and org with 0420, enter 100(space)0420*. Enter multiple organization keys
by clicking on the arrow box to the right of the “Organization key” field. A box appears
that allows entry of multiple individual organization keys or a range of organization keys.
The example below shows entries for selecting employees in agency 100, org 0420, and
any distribution code.
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Payroll area

@ Current period
(O Other period

Fersonnel number
Organization key 108 B420*

1.6 Click on the Execute button in the upper left area that looks like a clock to view
the report. An example of the report is below.
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TH o DRRE DHhoH BRE @

Calendar Year End Leave Summary by Employee
Report Mo: Z_HR_CYE_LEAWE_GUMHARY Etate or Utah Page 1 =
Leave Year End Leave 5umpary By Empinres Aun Pate  AS/107ZHE4 L=l
Endi ng Balance &= of: 2140212004 Run Time: 15:27:48
Vear TT0 hais
Enplaves Beginni ng Leaye Leawe Erding
AGF ORE DLET Murksr Esployes Hame Leava Type Balance Apcrued Used Balance
{BE B420 BOBE 120661 Trujilla, Jose knnual bk B 114 .88 1HE 403 e |
Sich 352. b B4 .60 i) 416 . 00
Conw. Gick 120, b0 L0 8O 1]x] 160, 00
ComRp Tima G0 a0 4+ A0 46 A0 a0.0a
Eiceas 4. 5 11 B0 12 .00 &.00
L
Mota: The Balances on this report roeflect the
Tagwe halances sTter the Tinzl pay period of
the year. Also included are the year end
sdjuptnerts atter thet payroll to dalete any
anndel Jeonvarted alck ower 320 and to wdd
the new convarted sick for the yaar
[ certify that this information 1= true and correct  Enplopes Signature DEta
Pergonnel Office Date =l
17
L DN ¢ 0 ] Duke | OWR o8

1.7  To print the report, click on the print icon, or choose List > Print from the screen

heading toolbar.
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2 The report heading contains the following information:

>
>
>
>
>
>

The report number

The report title

Page number

Date the report was run

Time the report was run

Ending Balance as of: pay period end date

2.2  Thecolumns on the report are listed below with a brief description.

AGY
ORG
DIST

Empl

oyee Number

Employee Name

Leave Type

Year

Beginning Balance

YTD Leave Accrued

YTD Leave Used

Ending Balance

Note

The employee’s agency number.

The employee’s home org.

The employee’s distribution code.
The employee’s identification number.
The employee’s name.

Each type of leave is listed even if the balance
is zero.

The employee’s beginning leave balance as of
pay period 01 for the year being reported.

Total leave earned throughout the leave year.

Total leave used including adjustments
throughout the leave year.

The employee’s ending leave balance as of pay
period 26 for the year being reported.

Explanation that the leave balances are after
the final pay period of the year and after
converted sick leave processing.
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Employee Signature

Perso

nnel Office

Employee signature to document agreement
with the leave summary for the year.

Personnel office signature to show the leave
summary is correct for the year.
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